WRITER’s HANDBOOK, PART 1 internet activities
INTERNET EXERCISE WH1.1

Punctuation References

If you have the passion or interest to learn more about punctuation, refer to the books below.
Related Links: Punctuation References

1. 
Purdue’s Online Writing Lab (OWL): http://owl.english.purdue.edu/
2. 
Einfoweb.com: http://www.einfoweb.com/punctuation/
3. 
The Elements of Style: http://www.bartleby.com/141/index.html 

4. 
University of Ottawa: http://www.uottawa.ca/academic/arts/writcent/hypergrammar/punct.html
5. 
The Guide to Grammar and Writing, sponsored by the Capital Community College Foundation: http://webster.commnet.edu/grammar/marks/marks.htm

5. 
The Philosophy of Punctuation:  http://www.press.uchicago.edu/Misc/Chicago/721833.html
6. 
The Blue Book of Grammar and Punctuation: http://www.grammarbook.com/punctuation/cnt_punc.asp
Related Texts: Punctuation References
1. 
Gregg Reference Manual, 10th edition by William A. Sabin. 

2. 
Eat, Shoots and Leaves: The Zero Tolerance Approach to Punctuation by Lynn Truss 
Gotham Books.
3. 
The New Well Tempered Sentence: A Punctuation Handbook for the Innocent, the Eager, 
and the Doomed by Karen Elizabeth Gordon, Houghton-Mifflin. 

4. 
Chicago Manual of Style, 15th edition by University of Chicago Press Staff. 
5. 
The Blue Book of Grammar and Punctuation, by Jane Straus.
ACTIVITIES
1. 
Pick up your favorite newspaper and find 10 sentences punctuated incorrectly.
2. 
Select a book that was published in England, and identify differences in punctuation and style between British English and American English.
3. 
Select the three comma rules that give you the most difficulty and use the Gregg Reference Manual to read more about them. 
INTERNET EXERCISE WH1.2
Practice QUIZZEs

Practice A
Core Sentence Elements

Instructions: In the selections below, identify which are complete sentences (S) and which are sentence fragments (F).  Remember, a complete sentence has a subject and a verb and expresses a complete thought. 

_______  1. Work hard and strive for high goals. 

_______  2. Since we all appreciate his style of management.

_______  3. A change that gave more power to the CEO. 

_______  4. Because all the consultants were selected by the owners.

_______  5. Even if a graduate has little experience.

_______  6. Flooded supply rooms at our Houston office because of the bad weather.

_______  7. Giving their employees all the benefits that they requested.

_______  8. Never having the opportunity to go to the conference.

_______  9. The vice president granted our request.

_______ 10. Making his visitors wait outside for hours.

_______ 11. Home offices are becoming increasingly popular.

_______ 12. For example, the management team that won the award.

_______ 13. Whoever decided to adopt the proposal to upgrade the software.

_______ 14. It didn't matter that I was late.

_______ 15. The supervisor lost control of budget for office supplies.     

Key for Practice A:

(S)____  1. Work hard and strive for high goals. 

(F)____  2. Since we all appreciate his style of management.

(F)____  3. A change that gave more power to the CEO. 

(F)____  4. Because all the consultants were selected by the owners.

(F)____  5. Even if a graduate has little experience.

(F)____  6. Flooded supply rooms at our Houston office because of the bad weather.

(F)____  7. Giving their employees all the benefits that they requested.

(F)____  8. Never having the opportunity to go to the conference.

(S)____  9. The vice president granted our request.

(F)____ 10. Making his visitors wait outside for hours.

(S)____ 11. Home offices are becoming increasingly popular.

(F)____ 12. For example, the management team that won the award.

(F)____ 13. Whoever decided to adopt the proposal to upgrade the software.

(S)____ 14. It didn't matter that I was late.

(S)____ 15. The supervisor lost control of budget for office supplies.     

Practice B
PUNCTUATION REVIEW WORKSHEET: Comma Conjunction

Instructions:  In the following sentences, do the following:

1. Place commas where needed. 
2. For each main clause; underscore the subject one time and the verb two times.
3. State the reason or rule for comma usage.  
1.
Anderson suggested the change in venue and Michael approved his request.

2. 
The attached brief survey asks several questions and we appreciate your time in answering them.

3. 
Survey responses will remain confidential but we will use them to improve our site visit process.

4. 
You may submit a separate survey for each employee or you may aggregate their responses.

5. 
I received your e-mail in response to my request and appreciate your comments.

Key for Practice B 

1. 
Anderson suggested the change in venue, and Michael approved his request. CONJ
2. 
The attached brief survey asks several questions, and we appreciate your time in answering them. CONJ
3. 
Survey responses will remain confidential, but we will use them to improve our site visit process. CONJ
4. 
You may submit a separate survey for each employee, or you may aggregate their responses. CONJ
5. 
I received your e-mail in response to my request and appreciate your comments. (no comma: compound verb)
Practice C
PUNCTUATION REVIEW WORKSHEET: Comma Introductory

Instructions:  In the following sentences, do the following:

1. Place commas where needed. 

2. For each main clause, underscore the subject one time and the verb two times.

3. State the reason or rule for comma usage.  

1. 
If the Development Team completes integration testing today we can get the results promptly.
2. 
When Bart releases the budget we can update our building operations.

3. 
After an updated report is issued we will give you our comments.

4. 
Because Kim received feedback from her supervisor she is now taking additional training.

5. 
While I was advised to take action I chose not to do anything.

Key for Practice C
1. 
If the Development Team completes integration testing today, we can get the results promptly. INTRO
2. 
When Bart releases the budget, we can update our building operations. INTRO
3. 
After an updated report is issued, we will give you our comments. INTRO
4. 
Because Kim received feedback from her supervisor, she is now taking additional training. INTRO
5. 
While I was advised to take action, I chose not to do anything. INTRO
Practice D
PUNCTUATION REVIEW WORKSHEET: Comma CONJ and Semicolon NC

Instructions:  In the following sentences, do the following:

1. Place commas and semicolons where needed. 

2. For each main clause; underscore the subject one time and the verb two times.

3. State the reason or rule for comma or semicolon usage.  

1. 
This finding is in favor of our position we should all be relieved.

2. 
Marketing will convey the details of the plan and we must follow them precisely.

3. 
Thank you for addressing this issue we will take prompt action to support your decision.

4. 
The new guidelines are challenging but we can master them in a short time.

5. 
The proposed solution for our Web site is expensive and it is comprehensive.

Key for Practice D

 1. 
This finding is in favor of our position; we should all be relieved. NC
2. 
Marketing will convey the details of the plan, and we must follow them precisely. CONJ
3. 
(I) Thank you for addressing this issue; we will take prompt action to support your decision. NC
4. 
The new guidelines are challenging, but we can master them in a short time. CONJ
5. 
The proposed solution for our Web site is expensive, and it is comprehensive. CONJ
Practice E
PUNCTUATION REVIEW WORKSHEET: INTRO, AP, AND DA

Instructions:  In the following sentences, do the following:

1. Place commas and semicolons where needed. 

2. State the reason or rule for comma or semicolon usage.  

1. 
If you would like to attend the conference Perry sign up at the front desk.

2. 
While I will convey the news to the Nebraska office I am skeptical about their response.
3. 
My associate in Phoenix Bill Alexander will call you with the updated information.

4. 
After you assure members about the status of the claim advise us about next steps.

5. 
John you can contact my associate in St. Louis Jean Parris and she will assist you.

Key for Practice E
1. 
If you would like to attend the conference, Perry, sign up at the front desk. INTRO and DA

2. 
While I will convey the news to the Nebraska office, I am skeptical about their response. INTRO

3. 
My associate in Phoenix, Bill Alexander, will call you with the updated information. AP

4. 
After you assure members about the status of the claim, advise us about next steps. INTRO

5. 
John, you can contact my associate in St. Louis, Jean Parris, and she will assist you. DA, AP, and CONJ

Practice F
PUNCTUATION REVIEW WORKSHEET: Comma PAR and Semicolon TRANS

Instructions:  In the following sentences, do the following:

1. Place commas and semicolons where needed. 

2. State the reason or rule for comma or semicolon usage.  

1. 
Jeffrey was advised about the change consequently he chose to remain in Delaware. 

2. 
However long you work on the project is the exact time you should report.

3. 
The home office therefore will supply you with the correct list.

4. 
The feedback from my management team is that you should not take that option however do whatever you prefer.

5.  
I always work overtime for example I worked 45 hours last week.

Key for Practice F

1. 
Jeffrey was advised about the change; consequently, he chose to remain in Delaware. 

2. 
However long you work on the project is the exact time you should report. (no comma)

3. 
The home office, therefore, will supply you with the correct list. IC

4. 
The feedback from my management team is that you should not take that option; however, do whatever you prefer. TRANS

5.  
I always work overtime; for example, I worked 45 hours last week. TRANS

Practice G
CUMULATIVE PUNCTUATION REVIEW
Instructions:  In the following sentences, do the following:

1. Place commas and semicolons where needed. 

2. State the reason or rule for comma or semicolon usage.  

1. 
The Commission has made a finding and it is in favor of our company.
2. 
When do you plan to visit our Springfield Massachusetts office?
3. 
When you meet with Pam my assistant give her the updated report.

4. 
The fourth floor conference room is in use as a result you will need to use the one on the fifth floor.

5. 
If you go to the conference Jeremy take some notes for me on data processing systems.

6. 
For the most part our work is over they must now address current issues and challenges.

7. 
Because they are open to your suggestions Jim we still have an opportunity to add them as a client.

8. 
The Development Team is meeting on Tuesday however I won’t be in the office.

9. 
If you can patch me in to the meeting I will adjust my schedule.

10. 
Joseph made the decision we all agreed to give the new system our best.

Key for Practice G

1. 
The Commission has made a finding, and it is in favor of our company. CONJ

2. 
When do you plan to visit our Springfield, Massachusetts, office? AD

3. 
When you meet with Pam, my assistant, give her the updated report. INTRO, DA

4. 
The fourth floor conference room is in use; as a result, you will need to use the one on the fifth floor. TRANS

5. 
If you go to the conference, Jeremy, take some notes for me on data processing systems. INTRO, DA
6. 
For the most part, our work is over; they must now address current issues and challenges. INTRO, NC
7. 
Because they are open to your suggestions, Jim, we still have an opportunity to add them as a client. INTRO, DA
8. 
The Development Team is meeting on Tuesday; however, I won’t be in the office. TRANS
9. 
If you can patch me in to the meeting, I will adjust my schedule. INTRO
10. 
Joseph made the decision; we all agreed to give the new system our best. NC
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